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Use in ALL projects. (To be inserted in Boilerplate by DES-OE.)
5-1.104 INTERNET DAILY EXTRA WORK REPORT

When extra work is being paid for on a force account basis, the Contractor shall submit daily
extra work reports in conformance with the provisions in Section 9-1.03C, "Records,” of the
Standard Specifications and these special provisions.
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The Contractor shall send daily extra work reports to the Engineer using the Department's
Internet extra work billing system. The reports shall conform to the requirements in the "iCAS
User's Guide" (Guide). The Guide is available from the Department, and is. also found on the
Internet at:

http://www.dot.ca.gov/hg/construc/ewb/EWB_INSTRUCTION.pdf
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The Department will provide system accounts to the Contractor's authorized representatives
when at least one of the representatives has received training. The Department will provide
system training to at least one of the Contractor's authorized representatives within 30 days of the
Contractor's request for training. The Department will assign an account and user identification
to the Contractor's authorized representatives, and each Contractor's authorized representative
shall maintain a unique password. A daily extra work report that the Contractor's authorized
representative sends to the Department using the Internet extra work billing system will be
considered signed by the Contractor. A daily extra work report that the Engineer approves using
the Internet extra work billing system will be considered signed by the Engineer.
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Daily extra work reports that include billing for materials shall be substantiated by a valid
copy of a vendor's invoice in conformance to the requirements in Section 9-1.03C, "Records," of
the Standard Specifications. Each materials invoice shall clearly identify the relative daily extra
work report and the associated cost of the materials. In addition to postal service and parcel
service and if approved by the Engineer, invoices may be sent by facsimile or as an electronic-
mail attachment.
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The Contractor shall maintain the Contractor's interface with the Department's Internet extra

work billing system. If the Contractor is using the file transfer process to submit extra work
reports, it shall conform to the file transfer format and process defined in the Guide.



